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Infinite Campus: LEAD Reports Quick Reference Card 
Report Release date:  10/12/2022 Last Updated: 10/11/2022 

 

Custom Report: LEAD Data - The purpose of the Local Education Assignment Data (LEAD) reports is to provide a view of the Infinite Campus data 
that is being used by the Kentucky Educator Certification System (KECS). These reports return the classes, staff, schoolwide, and caseload data that 
was last delivered to KECS for all calendars of schools with State Classifications of A1, A2, A3, A4, A5, A6, A7, A8, B1, B2, C1, C2 and D1. Changes 
made in Infinite Campus will not be reflected until the following week after the weekly refresh. 

These reports contain sensitive information and should be handled appropriately.  If sharing the assessment scores with others, remove sensitive 
data elements. 

Selection Criteria: To generate a report, use the Campus Toolbar to select the current year and desired school(s) and select the Report Type. The 
Classes report may take several minutes to generate for All Schools in large districts. For the Detail Report, enter the SectionID desired. The 
Caseload Report is a district level report and ignores the school selection. Click the Generate Report button. 

KDE Contact: Scott Tremoulis, Office of Educator Licensure and Effectiveness 

Pathway:  KY State Reporting | KDE Reports | LEAD Data 

Report criteria and output information:   

Classes Report contains one row per active course section with primary teacher information, counts of students scheduled on the last day of a 
section by primary disability, student groups, race/ethnicity, and grade level for students.  

Staff Report lists all staff with active employment records and active assignments per school including the assignment type. 

Caseload Report produces a district level list of Special Education case managers with caseload counts by primary disability, student groups, 
race/ethnicity, and grade level. 

Schoolwide Report produces aggregate distinct counts of students scheduled in one or more classes by primary disability, student groups, 
race/ethnicity, and grade level.  

Detail Report returns student level detail for the specified sectionID when student level data is needed to troubleshoot an issue from the Classes 
Report or to identify the student(s) reporting as general population when LEAD reports “More than 25% of students for the special education 
course are general population” issues. 

mailto:scott.tremoulis@education.ky.gov
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Report Samples: The reports will generate in Excel. 

Classes Report 
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Staff Report 

 

Caseload Report 

 

Schoolwide Report 
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Detail Report 

 

Suggested report uses:  

Note: Recommend adding filter in excel before reviewing data.  Highlight column headings (header row) and select the filter option.  The down 
arrow icon in each column provides filter options available. 

• Classes Report 

o To identify teachers that LEAD will report as “No staff record found”, filter on Primary Teacher Person ID is not (Blanks) and Primary 
Teacher Last Name is (Blanks). These teachers do not have an active District Employment record and an active District Assignments 
record for this school. 

▪ If the teacher is no longer teaching this section, update the primary teacher on the section’s Staff History record. 

▪ Use the personID to update or add a new District Employment record to reflect the dates the teacher was employed.  Leave 
the end date blank if currently employed.  

▪ Use the personID to update or add a District Assignments record to reflect the dates the teacher was assigned to the school. 

o To identify sections without a Primary Teacher assigned, filter on Primary Teacher Person ID is (Blanks) 

▪ Special scenarios 

• If the teaching position is vacant, assign a vacancy placeholder as the primary teacher per the guidance in the Census, 
Staff Information data standard. 

• To identify placeholder courses, filter on State Course Code of 800500, 909995, 950001 and 960001, assigning the 
guidance counselor as the primary teacher may be the appropriate choice since these are placeholder courses. 

• To identify college offered dual credit courses, filter on Teaching Method of 12, assign the college professor 
placeholder as the primary teacher per the guidance in the Census, Staff Information data standard. 

o To identify sections that may no longer be needed, filter on Total is 0, this section has no students scheduled on the section end 
date but may have been active at one time.  If no students have been in or will be in the section this year, unchecking the Active 
indicator will remove it from the LEAD data next week. 

https://education.ky.gov/districts/tech/sis/Documents/Data_Standard-Census_Teacher_Information.pdf
https://education.ky.gov/districts/tech/sis/Documents/Data_Standard-Census_Teacher_Information.pdf
https://education.ky.gov/districts/tech/sis/Documents/Data_Standard-Census_Teacher_Information.pdf
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o To identify courses using a state code that requires the core content to be specified, filter on State Course Code is any of 165698, 
230168, 230170, 230171, 499901, 499910, 499915 or 909999. If core content is not selected on the section record, LEAD will report 
a “Content required for course code: Not provided” error. LEAD will check the teacher’s certification for the provided content area.   

▪ Content code 507: Non-instructional content will not match any certification. Courses setup for tracking groups of students 
for activities, clubs, sports, testing groups, planning, etc. should state course code 909995: Roster Only Non-Instructional 
(new in 2022-23) and assign a primary teacher with a valid EPSB ID. 

▪ Content code 509: Varies will not match any certification. The appropriate content code should match what is being taught. 

• For state course code 230171: AP Research, a school may have one section with 40: Applied Mathematics, another 
with 27: Chemistry, another with 102: World Civilization and another with 502: Literacy each lead by an appropriately 
certified teacher.  

• For state course code 165698: World Languages Technical Language, a school may have one section with 89: Spanish 
and another with 90: German each lead by an appropriately certified teacher.  

o To identify special education classes with student(s) reporting as general population, filter on Section Special Type is 05 and General 
is greater than 0. LEAD allows up to 25% of the total to be general population to allow time for special education processes to be 
completed for new students. 

▪ If this a general education course, change the section’s Special Type to 01: None. 

▪ If this a special education course, work with the Director of Special Education to correct issues identified by the QA SPED 
Error report. 

o To review alternative classes for an onsite alternative education program, filter on State Classification is not A5 or A6 and Section 
Special Type is 02.  

▪ If this a not an alternative classroom, change the section’s Special Type to the appropriate option. 

▪ If alternative classrooms are missing, update the section’s Special Type to 02: Alternative Classroom. 

▪ To review counts of alternative school students with an active ILPA, compare Total and Alternative Education ILPA Count. 
The Individual Learning Plan Addendum (ILPA) is required for students placed long-term in an onsite alternative educational 
program for more than 10 consecutive school days. An Individual Education Plan (IEP) can fulfill this requirement. See the 
ILPA data standard for additional guidance.  

• Staff Report 

o To identify EPSB certified staff without an EPSB ID on the District Employment record, filter on EPSB ID is (Blanks) and on Type is 01, 
02, 03, or 06. These types should only be used for EPSB certified staff and the placeholder records per the guidance in the Census, 
Staff Information data standard. 

▪ If the staff member is EPSB certified, add the EPSB ID to the License Number of the active District Employment record. 

▪ If the staff member is not EPSB certified, update the District Assignments record to the appropriate type. 

https://education.ky.gov/districts/tech/sis/Documents/IC_CustomRpt_QA_SPED.pdf
https://education.ky.gov/districts/tech/sis/Documents/DataStandardAlternativeILPA.pdf
https://education.ky.gov/districts/tech/sis/Documents/Data_Standard-Census_Teacher_Information.pdf
https://education.ky.gov/districts/tech/sis/Documents/Data_Standard-Census_Teacher_Information.pdf
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o To review speech therapists, filter on Type is 05.  

▪ If the speech therapist is EPSB certified and the EPSB ID field is blank, add the EPSB ID to the License Number of the active 
District Employment record. 

▪ If the speech therapist is not EPSB certified and the EPSB ID field is blank, this is acceptable. 

▪ If speech therapists are missing, update the District Assignments record to Type 05: Speech Therapist. 

o To review other staff that may be EPSB certified, filter on Type is 04 or 07 and Teacher Role is True. These types should be used for 
staff that to not require EPSB certification. 

▪ If the staff member is an EPSB certified teacher, college professor or a placeholder record, update the District Assignments 
record to Type 01: Teacher.   

▪ If the staff member is not EPSB certified such as instructional assistants, no changes are needed. 

• Caseload Report 

o To identify case managers that LEAD will report as “No staff record found”, filter on Case Manager Last Name is (Blanks) and Case 
Manager Person ID is not 0. These case managers do not have an active District Employment record and an active District 
Assignments record. 

▪ Use the personID to update or add a new District Employment record to reflect the dates the case manager was employed.  
Leave the end date blank if currently employed.  

▪ Use the personID to update or add a District Assignments record to reflect the dates the case manager was assigned to each 
school. 

o To determine the number of special education student(s) who do not have a special education case manager, filter on Case Manager 
PersonID is (Blanks) and review the Total. 

▪ Work with the Director of Special Education to assign a special education case manager to the students identified by the QA 
SPED Error report. 

o To identify students who are assigned to a special education case manager and reporting without a disability, filter on General is 
greater than 0.   

▪ Notify the case manager to review the Special Ed Caseload for students with unlocked or expired IEPs or missing primary 
disability. 

o Review the number of students assigned to each case manager and counts by primary disability. 

• Schoolwide Report 

o To review the aggregate distinct counts of students scheduled in one or more classes by primary disability, student groups, 
race/ethnicity, and grade level. 

o To review schools with students identified as English Learner, filter on English Learner Count greater than 0. 

o To review schools with students identified as Gifted and Talented, filter on Gifted Count greater than 0. 

https://education.ky.gov/districts/tech/sis/Documents/IC_CustomRpt_QA_SPED.pdf
https://education.ky.gov/districts/tech/sis/Documents/IC_CustomRpt_QA_SPED.pdf
https://kb.infinitecampus.com/help/caseload
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o To review counts of alternative school students with an active ILPA, filter on State Classification is A5 or A6. 

▪ Compare Total and Alternative Education ILPA Count. The Individual Learning Plan Addendum (ILPA) is required for students 
placed long-term in an offsite alternative educational program for more than 10 consecutive school days. An Individual 
Education Plan (IEP) can fulfill this requirement. See the ILPA data standard for additional guidance.  

• Detail Report 

o To identify the student(s) reporting as general population for a sectionID that LEAD reports as “More than 25% of students for the 
special education course are general population”, filter on Primary Disability in Section is (Blanks). 

▪ Work with the Director of Special Education to correct any issue with the student’s special education records. 

o To review the student level data reported from the weekend backups for a sectionID. 

 

https://education.ky.gov/districts/tech/sis/Documents/DataStandardAlternativeILPA.pdf

